
Business 
Education 
Resource 

Book 
 

July, 2003 
 



BUSINESS EDUCATION RESOURCE BOOK  
 
CURRICULUM 
 Policy Statement on Business Education for the 21st Century 1 
 Scope and Sequence for Business Education Courses 4 
 Sample Philosophy and General Goals for Graduates 5 
 Business Education Course Descriptions/Rationales 6 
 Missouri Business Education Competencies 17 
 Curriculum Integration/Articulation 18 
 
ADVISORY COMMITTEES 
 Purpose of Advisory Committees 21 
 Benefits of Advisory Committees 22 
 Operational Guidelines 22 
 Selection of Members 23 
 Agenda Items for Meeting 25 
 Recognition of Members 26 
 Sample Letter to Members 27 
 
VOCATIONAL PROGRAM 
 Requirements and Procedures for Vocational Business Programs 28 
 Approved Vocational Courses 28 
 Application for Vocational Program 29 
 Program Expansion 29 
 Program Reactivation 29 
 Equipment Reimbursement 30 
 Equipment Inventory 30 
 Identification Tags 31 
 Vocational Instructional Management System 32 
 Vocational Enhancement Grants 32 
 Carl D. Perkins and Technical Education Act of 1998 32 
 Sample Competency Profile Form 34 
 Policy for Short Term Adult Education Programs 36 
 Guide for Submitting course Outlines and Applications for Short Term 
  Adult/Vocational-Technical Education Programs 38 
 Supervised Business Experience Program 39 
 Forms: 
  Sample Completed FV-2 Form 41 
  Sample Completed FV-4 Form 42 
  Report of a Loss of Equipment Purchased with Vocational Funds 43 
 
MISSOURI SCHOOL IMPROVEMENT PROGRAM (MSIP) 
 MSIP Standards Overview 45 
 MSIP Curriculum Standards 46 
 MSIP Vocational Standards 47 



 Developing Curriculum Guides for MSIP 48 
 Sample Philosophy/General Graduate Goals for Business Education 51 
 MSIP Evidence Files for Onsite Review 52 
  
CERTIFICATION 
 PC I Certification 53 
 PC II Certification 53 
 CPC Certification 53 
 Secondary Business Education Certification Requirements 
  Effective Fall 2002 55 
 Secondary Vocational Business Education Certification  
  Requirements—Effective Fall 2002 56 
 Approved Professional Courses for Vocational Business Certification 60 
 Certification Renewal Requirements for Secondary 61 
 Postsecondary/Adult Vocational Business Education Certification 
  Requirements 62 
  
PROGRAM EVALUATION 
 Sample Business Education Program Standards 63 
 Sample Guide to Developing a Written Program Evaluation Plan 74 
 Sample Program Evaluation Plan 79 
 Conducting a Follow-Up of Students 80 
 Sample Follow-Up Survey 87 
 
FUTURE BUSINESS LEADERS OF AMERICA 
 Purpose and Goals of the Organization 89 
 Structure of the Organization 89 
 Membership Divisions 90 
 Benefits to Students and Advisers 90 
 Starting a Chapter 91 
 Adviser Responsibilities 91 
 Awards Program 91 
 Resources 92 
 Sample Program of Work 93 
 Organization Chart 95 
 
RESOURCES 
 DESE Staff 96 
 Web Page Address 97 
 Discussion List for Business Teachers 97 



 

 Grant Information 98 
 Publishing Company Addresses 101 
 Educational Acronyms 102 
 Career and Technical Education Resources 104 
 Instructional Materials Laboratory (IML) 104 
 
CLASSROOM MANAGEMENT 
 Get to Know Your Students/Activities 105 
 How to Get Students’ Attention 107 
 Effective Discipline 108 
 How to Avoid Common Discipline Mistakes 109 
 Ask Parents for Assistance 111 
 Sample Discipline Plan/Contract 112 
 
PROFESSIONAL ORGANIZATIONS 
 Missouri Business Education Association (MBEA) 113 
 National Business Education Association (NBEA) 113 
 International Society for Business Education (ISBE) 113 
 North Central Business Education Association (NCBEA) 114 
 Missouri Association for Career and Technical Education 
  (Missouri ACTE) 114 

American Association for Career and Technical Education (ACTE) 114 
FBLA-PBL Professional Division 115 
Pi Omega Pi (POP) 115 
Delta Pi Epsilon (DPE) 115 
Organization Dues/Address/Phone Information 116 
MBEA Organizational Structure 117 
Membership Form 118 

 
 
 
 
 
 
 

 


